Sample Board Meeting Agenda

Below is a sample board meeting agenda. Wisconsin's open meetings law requires that the
meeting notice include the time, date, place, and subjects to be discussed and/or acted upon at the
meeting. (See Trustee Essential #14: The Library Board and the Open Meetings Law for more
information on agenda, notice, and posting requirements of the law.)

NOTICE

Hometown Public Library Board of Trustees
[Regular or Special] Meeting
Date, Time
Place

Note: Please contact at if you need accommodations to attend the meeting.
[Include TDD number, if you have one.] [If remote attendance/observation is available, include
information on how to obtain the meeting link.]

Call to Order

Roll call and introduction of guests

Approval of minutes from meeting(s) on [date(s)]

Director's report and statistical report Library Director

Financial report Library Director and/or Board Treasurer or Financial Secretary
Audit and approval of monthly expenditures

Committee reports or other reports [if needed]
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Subject matter of issue to be considered by board [for example, "Consideration of revised
library collection development policy"]

9. Repeat #8 as necessary for any topics before the board for consideration or action. [Be
reasonably specific about all subject matters to be considered by board.]

10. Public comment period [This item can be placed on the agenda in any order at the
discretion of the board. Board members should refrain from answering questions or
holding discussion on topics not on the agenda.]

11. Board continuing education session to review and discuss [topic, such as Trustee Essential
#14: The Library Board and the Open Meetings Law]

12. Closed Session: Roll call vote to hold closed session for subjects authorized by Wisconsin
Statutes Section [19.85(1)(XX) - identify the correct statute for your topic].

1. Include the subject of the closed session [For example, “board consideration of the
performance evaluation and compensation of the library director.”]

13. Reconvene in open session
14. Action on items discussed during closed session [If applicable]
15. Adjournment

1. Next meeting date information, if available
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